
2022 Employee Performance Appraisal Instructions 

Please note that At-will employees do not complete appraisals. See the At-will Employment Policy found 

here for more information: 

https://mdcourts.gov/sites/default/files/import/employeehandbook/pdfs/atwillemployment.pdf 

 

1. Log into CONNECT, then select “Employee Self Service” homepage. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://mdcourts.gov/sites/default/files/import/employeehandbook/pdfs/atwillemployment.pdf


2. On the Employee Self Service homepage, select the “Performance” tile. 

 
 

 

 

 

 

 

 

 

 

 

 



3. Select “My Current Documents” from the left panel choices. 

a. Select the Document type for the  01/01/2022 – 12/31/2022 evaluation period. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. You will be taken to the “Performance Process” for your Self-Evaluation. 

NOTE: The Self-Evaluation MUST be completed by the employee. 

 

 
 

Select “Expand” under section 1 to expand all the Competencies at once, or you can 

select the right facing arrow to expand each competency individually. 

 

 

 

 

 



5. Employees must complete the “Employee Comments” under each Competency listed. 

 

 

 

 

 

 

 

 

 

 



6. Under “Competencies Summary,” enter your self-assessed Employee Rating and enter your 

comments in the summary.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Select the “Developmental Goals” tab. Select “Expand” to see all areas of the Employee 

Goals.   

a. Information must be entered for Employee Goals.  Select either Long-term Goal, 

Short-term Goal or Stretch Goal.  

b. Information must be entered in the Goals Summary. 

 
 

 

 

 

 

 

 

 

 

 



 

 

8. Review your Self-Evaluation.  Please review your Self-Evaluation before saving it because 

you will no longer be able to edit your Self-Evaluation once you select “Save.” If 

complete, select “Save” and then “Complete” in that order.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

9. Upon selecting “Complete,” you will receive the message below: 

 
 

 

10.  Select “Confirm.” At this point, the Self-Evaluation will be sent to your Manager to 

complete the Manager Evaluation portion.  You will no longer be able to edit your Self-

evaluation. 

 

 
 

 

  

 

 


